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OFFICE OF THE CHIEF JUDGE

ADMINISTRATIVE ORDER NO. 93-10

IN RE: CIVIL RIGHTS COMPLAINT PROCEDURE

WHEREAS, The Florida Supreme Court wnstructed each Circuit Court and District

Court of Appeals to develop a Civil Rights Complant Procedure; and

WIIEREAS, 1t 1s the mntent of the chuef judge to have a clearly defined process

to handle complants, 1t 1s therefore,

ORDERED THAT:

The following procedures shall be utihzed when complaints of discriminaton, by

sexual onentaton.

A. Intake Officer

and agamnst officers and employees of the Second Judicial Circuit are made because of race;
rebgion; sex, including sexual harassment, natonal ongn, age, disability; marnal status; or

The chief judge shall appoint an intake officar who shall be responsible for receiving and
documentng complaimnts of discnminauon by and agamst Second Judicial Crrcuit officers and
employess. The name, office location, and phone number of the intake officar shall be posted

1n a promunent place wath tius Admunistranve Order.

B. Procedure

1 All complants of discmmunauon shall be treated senously and acted upon
promptly Any officer, employes, or applicant for employment who believes that
he or she 1s a victm of discnmunanon, should report the matter either orally or
in wnung to the wntake officer or the employee’s supervisor within mnety (90)
days of the date of the zlleged violaton. If reported to the supervisor, the

supervisor will report the complaint to the ntake officer.

2 The 1ntake officer shall interview the officer or employes the complaint 1s against

and report the details of the complamnt to the chief judge within five (5) working

' days. Complaints of discnmination under the Amencans with Disabiines Act
(ADA) shall also be referred to the court’s ADA coordinator  The chuef judge

may attempt to resolve the complamt informally through mutual conciliaton, or
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appoint an vesngatnve officer(s) who will make an mvesuganon and report 0
the chief judge on this matter.

3 If mutual conciliation 1s agresa upon by the complanant and the officer or
employee the complaint 1s agaunst, the chief judge, or an appolnted representanve,
will mest with the individuals involved to discuss the nature of the complaint and
methods for resolution  The chief judge, tus or her appointad representative, or
the individuals involved, may recommend alternanve dispute resolunon as a
method for resolving the complaint Altematve dispute resolunon may be
ymnated at any stage of thus procedure

4 If an investgative officer(s) 1s appomted

(1) The invesngatve officer(s) shall

a. Interview the complantant concerning the nature and facts of the
complant,
b. Interview the officer or employes the complaint 1s against 10 obtan

his or her understanding of the complamnt, and his or her
perception of the facts of the complaint The officer or employes
the complaint 15 against may prepare 2 Wniten response Io the

complant.

[ Interview any witnesses as the invesnganve officer(s) desm
necessary.

d Prepare and submut a written report to the chief judge descnbing

the nature and facts of the complaint

(2) The chief judge shall make a determunanon of the vahdity of the
complaint The chuef judge may mest with 2ll individuals concemed wath
a goal toward mutual resolution by dismissing the complaint, authonzing
appropnate discipline up to and including dismssal, or refermng the
complaint to the approprnate outside agency The cruef judge may mest
with the complainant and the officer or employe2 the complaint 15 against,
either separately or together, and inform them of his or her decision.

C. Confidentiality

Wniten matenals developed through the use of this procedure will be supject to Rule
2 051, Public Access to Judicizl Records, Florida Rules of Judicial Administrauon

D. Other Remedies

Irrespecuve of thess mtemal procedures, the complawnant retains the nght before, dunng,
or after the proceedings, to seek remedy outside the court’s internal procedure as
provided by law

" ~B67-



0R2015°60130

E. Records

All records of complants of discnminagoon and their resolunon shall be documented and
mamntained by the mntake officer. If an nvesnganon takes place, and the mnvestigatve
officer has submutted a wrtien report to the chuef justice, any record of any resulting
disciplinary acuon will be maintamed 1n the disciplined employes’s personnel file

DONE AND ORDERED in Chambers at Tallahassee, Leon County, Flonda thus _z O
day of September, 1993

]
PHIER I PADOVAND —
CHIEF JUDGE



